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Formatting Text 
Do No

• U
t
s
 
e a

o 

ny automatic Word formatting 

Including: outline text styling, 

headings, numbered lists, bulleted 

• 

lists, headers/footers, hidden text, etc. 

Emphasize text with underline 

• 

or strikethrough 

• 

Utilize hyperlinks within the file 

• 

Create multiple documents within one file 

Include any double spacing between words or 

• 

punctuation 

Includ

 

e a space betwe

 

en the section symbol 

and r

o

u

 

le number 

 o

Correct: §74.1

Incorrect: § 74.1

Do
• Italicize Texas Register

• 

 as a publication title 

Ensure the Word formatting style is set as 

• 

“Normal” 

• 

Use any font, justification or line spacing 

Demonstrate emphasis through , ALL 

CAPS

o 

 or bold text 

italic

Always ensure to continue the 

emphasis through the punctuation 

immediately following the 

wor



d

 

/phrase 

Example:  

including t

T

h

ex

e 

a

co

s R

mm

egi

a

s

,

t

 s

e

h

r,

ould 

 

be italicized text 

Creating File 

File Na
U
N

m
• 
• 
• 

n
o

d
 sp

e G
er

a
 1
ce

u
0
i

s
 c
d

 
h
eli
arac

ne
te

s
r
:
s
 
 

• 
N
On

o
l
 p
y W

eriods 

 

ord documents .doc/.docx 
Upload file(s) with the submission form on the 
liaison center

G
n
rap

cl
h
u
ic
di
s ar

n
e 
g 

alw
Gr

ay
aph

s cr
i
e
cs
ated

 
 

ite “figure” at the appropriate spot within the fil

C

I

 
C
 

as a separate file.  

e 

the
ite

 s
 t
ub
he

m
 g

i
r
s
a
s
p
ion
hic f

 for
ile

m
 n

 a
a
n
me

d up
 in t

loa
he

d
 c
 w
om

ith t
me

he
nt

 
s section on 

miscellaneous file 

Holiday exceptions may be found on th
W

In
e 

f
T
ed

o,
ex
 p

n
a
u
s
es

b
 R
lica
eg
da

i
t
s
y @

io
ter

n s
 p
 N

ch
ag

OON 

Detailed instructions may be found o
L
n

ia
 th

is
e
on
 

Assistance 
e
e o
du

f t
le 

he SOS website, under Liaison General 

For assistance at any point in the submission an
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 T
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e

 

 

 

or 
email: register@sos.texas.gov 512.463.5561 

Deadline

http://www.sos.state.tx.us/texreg/pub2015.shtml
http://www.sos.state.tx.us/texreg/Texas%20Register%20Liaison%20Training.pdf
mailto:register@sos.texas.gov
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